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–– Purpose ––

The purpose of this User Guide is to provide detailed information for Organization
and Site administrators to carry out the tasks and responsibilities of their roles.

–– Overview ––
The primary responsibilities of the Organization Admin are to add and maintain
Sites, Staff, Events and Vaccine Programs at the organization level. The Site Admin
has similar responsibilities at the site level. Two notable differences between the
roles:

● Site Admins will not add or manage Organization Admins.
● Site Admins will manage only Sites and Events assigned to them.

The Organization Admin is responsible for configuring the system and providing
oversight across all areas or regions within their organization. The Organization
Admin also has the ability to manage user accounts and roles across the
organization.

–– Portal Baseline Features ––
● Logging into the Admin Portal
● Add OU Admins
● Add Staff Members
● Add Call Center Staff
● Edit Patient Records
● Add/Maintain Sites
● Allocate Inventory to a Site
● Add/Maintain Vaccine Programs
● Create and Manage Events
● Assign Staff to an Event
● Follow up Event
● Exports
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Creating and Accessing Admin Portal Account

1. From the Login screen, check the box to confirm you understand and will comply
with confidentiality and acceptable use rules and click Login.

2. Log into the Admin Portal using the staff credentials sent to your registered email
address.

When a user logs in as a Site Administrator, the Dashboard screen will display. You
will navigate through the system using the menu on the left side of the screen.

Note: A site administrator will only be able to look up records unless granted access
to edit records.

When a user logs in as an Organization Unit (OU) Administrator, the Dashboard
screen will display. You will navigate through the system using the menu on the left
side of the screen.

3



Organization and Site Admin Guide V04

When a user logs in as a State Organization Unit (OU) Administrator (State
Admin), the Dashboard screen will display. You will navigate through the system
using the menu on the left side of the screen.

Adding an OU Admin - Applies to State Admins only

1. Click the OU Admin tab on the left menu bar. All OU Admins added will display on
the table.
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2. To add a new OU Admin, click Add OU Admin.

3. Complete all the fields on the screen. Once completed, click Submit to save the new
OU Admin entry.
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4. The newly added OU Admin will display on the table. To find an admin record, enter
their name in the Search field. To sort any of the columns, click the column header.

You can edit member details (except the email) as needed. Click Edit to update the
fields. Click Disable to disable an account.

Adding Staff to the System

1. Click the Staff tab on the left menu bar. All staff members previously entered into
the system will display on the table.

2. To add staff, click Add Staff.
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3. Complete all the fields for each staff member. Once entered, click Submit.

An email will be sent inviting the staff member to register for the portal.

The newly added staff member will display on the table. To find a staff record, enter
their name in the Search field. To sort any of the columns, click the column header.

You can edit member details (except the email) as needed. Click Edit to update the
fields. Click Disable to disable an account.
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Granting access to edit patient records - Applies to State Admins only

State Admins will have the option to grant all Site Admins within an OU access to
edit patient records.

1. Click the toggle/button to enable edit access.

A pop-up will display asking if you're sure you want to grant all Site Admins within
the OU the ability to edit patient records.

2. Click Yes to enable edit access.

If access needs to be removed from Site Admins, click the toggle/button. A  pop-up
will display asking if you are sure you want to revoke access to edit patient records
from all Site Admins. Click Yes to remove access.

Click here to view Staff Bulk Upload Instructions.
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Adding Call Center Staff to the System - Applies to OU Admins only

1. Click the Call Center tab on the left menu bar. All Call Center Staff previously entered
into the system will display on the table.

2. To add a new Call Center Staff, click on Add Staff.

Note: Call center staff will have access to schedule into all events within the OU.
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3. Complete all the fields on the screen. Once completed, click Submit to save the new
Call Center Staff entry. The call center staff will receive an email to register for the
portal.

The newly added call center staff member will display on the table. To find a staff
record, enter their name in the Search field. To sort any of the columns, click the
column header.

You can edit member details (except the email) as needed. Click Edit to update the
fields. Click Disable to disable an account.
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Adding and Maintaining Sites

1. Click the Sites tab on the left menu bar.

2. To add a new Site, click Add Site.
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3. Complete all of the required fields in the Clinic Details screen. Required fields are
marked with a red asterisk (*). Scroll down to complete all fields.

See below for a note on responding to the question, “Is the site inventory state
allocated (ASIIS pin is required for state allocated Inventory)”.

Entering the location into the Search Address field will autofill the address
information.

Once complete, scroll down and click Submit.
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Note: When responding to the question, ‘Is the site inventory state allocated (ASIIS
pin is required for state allocated inventory)? Yes/No:

If yes is selected, the ASIIS pin needs to be entered.

If no is selected, the ASIIS IRMS & ASIIS Facility ID needs to be entered.

3. The newly added Site will display on the Sites table. To view details for a site that has
been entered, click on the site name in the Name column.

4. The site will display as in the screenshot below. To update any site details, click the
Clinic Info tab and click Edit.
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5. The screen below will display. Edit the fields you want to change, then scroll down to
click Submit to save.

Each Site will display an Inventory tab. You have the ability to monitor inventory
levels, download exports, as well as add new inventory for the specified Site.

Adding inventory to a Site is covered in the next section Adding Inventory to a Site.
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Under the Site Admin tab, you will be able to view all of the Staff that has been
assigned a site admin for a  particular Site.

Assigning Staff to an Event is covered in the section Adding an Event.

Adding Inventory to a Site

1. Click the Sites tab on the left menu bar.

2. Click on the site you would like to add inventory to.
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3. Click on the Inventory tab for the site.

4. To add new Inventory, click Add New.

5. Click the Vaccine dropdown to select the Vaccine and enter all of the required fields.
Required fields are marked with a red asterisk (*).

You can mark the lot number as either active or inactive under status (inventory not
in use can be marked as inactive so it does not display in the clinician portal). Once
complete, scroll down and click Submit.
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6. Once saved, the newly added inventory will display on the Stock Details table. You
can see which lots are active and inactive in the ‘Lot Status’ column. To update
inventory details, click on Edit.

7. A Vaccine Details pop-up will display. Edit the inventory detail fields as appropriate.
Scroll down and click Submit to save changes.
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Exporting Site Inventory

1. Click on the Inventory tab.

2. Click Export Data.

3. Click Show All Exports.

4. The following screen will display. Click Download to download the CSV file that has
been created of the exported inventory document.
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Adding and Maintaining Vaccine Programs

and Maintaining Vaccine Prog
1. Click the Program tab from the left menu bar. The page below will display.

2. Click on Add Program to create a new program.

3. Complete all fields of the Program Details screen. Click Submit and a new Program
has been created.

19



Organization and Site Admin Guide V04

You have the option to edit the existing details for the program or deactivate the
program by clicking the Edit or Deactivate button.

4. To add screening questions or configure consent, click on the program name from
the Name column.

The screen below will display.
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5. To manage screening questions, click the Questions tab.

6. Click Add Question to add screening questions. The screening questions will display
on the patient portal after the patient selects the program when scheduling an
appointment.
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7. Enter the screening question you would like to add and complete all of the fields.
You can use the Auto Translate to Spanish or type in the Spanish version in the
Spanish box. When done, click Submit.

Note: if the Spanish box is not populated, the question will default to the English
version.

Note: Check the “Is it required?” checkbox if the respondent will be required to
answer this question.

Click the “Is it active?” checkbox to activate the question so that it is included with
the screening questions shown to patients.  If the “Is it Active?” checkbox is
unchecked, that question will not be included with the list of screening questions
shown to patients.
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8. You can edit questions as needed by clicking the Edit button and updating the
information within the Question screen. Remove questions by clicking Deactivate.

9. Click the Consent tab to configure the Patient Consent details required for this
particular program. The consent will display on the Patient Consent screen while
scheduling an appointment.

10. To begin, click Add Consent.
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11. In the Label field, enter the title of the consent.

12. In the Description field, enter the consent text that the patient will read on the
patient portal. You can use the Auto Translate to Spanish or type in the Spanish
version in the Spanish box.
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13. The Consent List field has a drop down to select the information that should show
on the Consent Page. Select the information you want to display (you can click more
than one option).

14. The Sequence field will determine the order your consent message(s) will display.
Use the up and down arrows to order the consents. If there is only one consent, “1”
should display in the Sequence field. When done click Submit.

The new Consent(s) will display in the table.
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Adding an Event

1. To manage events, click the Events tab on the left menu bar.

2. To add an event, click Add Event.
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3. The Event Details screen will display. Complete the required fields (marked with a

red asterisk). Select a Program to associate with this event from the Program
dropdown list containing the previously entered Programs. Scroll down and click
Submit.
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Note: There is a call center box to add event instructions specific to the call center.
For example, if the event has specific requirements, add them here for the call center
to see (The public will not see these notes).

If you don’t see a Program listed, it needs to be created by going back to the
Program tab and clicking Add Program. Click for instructions for Adding and
Maintaining a Vaccine Program.

Note: The start date, start time, end date, and end time apply to the dates and
business hours during which the event will be operational.

The slot frequency will determine the amount of time each appointment will run. For
example, if you want to add slot frequency as 60 minutes (you will just need to type
the number “60” in the Slot Duration field) and start time is 9 AM, while end time is
5 PM, the appointments will be booked for one hour each as - 9 AM - 10 AM, 10 AM -11
AM, and so on, till 4 PM - 5 PM.
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Note: If an event is public, State Level Call Center Agents will be able to book into the
event. If the event is marked as private, you will have the option to either allow State
Level Call Center Agents to book into it or not. If you want to allow, check the box
that reads: Allow access for State Level Call Center Agents.

If an event is public, you will have the option to restrict the event to county residents
by checking the box.

4. Choose the type of event by selecting either Public or Private in the Type field.

Note: A public event can be seen by anyone who qualifies for the event, whereas a
private event is invite only or used for onsite registration.

An event will be created and displayed on the Event list view, as shown in the
screenshot below.
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Note: Newly created Events will default to ‘UNPUBLISHED’. When you’re ready for
the event to be available for patients to book, you will need to manually update the
status to ‘PUBLISHED’.

Note: Ensure the details of an event have been finalized before publishing. You can
use the auto translate feature to translate the description from English to Spanish or
type directly into the box.

Note: Any time you unpublish an event (even if it is temporary to edit an event), it will be
unavailable for the public to book until the status is updated to PUBLISHED again.

5. To set the number of appointments that will be available for patients to book for each
time slot or to assign staff, click on the name of the event in the Event column.

6. This screen will display. Click the Scheduler Tab.
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7. The following screen will display. Click the calendar icon on the right side of the

screen and select the date you want to set availability for.

8. The screen will update to display the current schedule for that date. The
appointment reflects the slot duration configured in the Event configuration. We
will now review the steps for allocating the number of appointments for the time
slots.

There are three methods you can use to select the number of time slots to add
availability to. For each of the methods, when you select a time slot to edit, it will
display in yellow. Once you select the slots you want to add availability for, you will
type in the number of appointments you want to be available for that selection into
the “Slot count” field and finally, you will click Update Available Slots.

You will choose the method that best meets your needs and saves you the most
time! Next, we’ll detail each method.

Note: To cancel appointments, select either the column, row, or blocks and click
‘Cancel Selected Appointments’. If patients are scheduled during that time, it will
send them an email letting them know that their appointment has been cancelled
for administrative reasons.

Method 1: Allocating for One Date and Time

1. Click the box for the date and time you wish to add availability to. In the
example below, 03/29/21 at 10:00am has been chosen.

You will see the highlighted box is yellow, letting you know that you’ve only
selected this date and time.
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2. Next you will enter the number of available time slots for that date and time
into the “Slot count” field and click Update Available Slots.

In the example below, the number of available appointments is currently set
to “0” for 03/29/21, but for this example we will change it to “10” by entering
into the “Slot count” box and clicking Update Available Slots.
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Notice that the number of appointments updated for just the 03/29/21 at the
10:00am time slot.

Method 2: Allocate for an Appointment Time Over Multiple Days

1. To save time, you can change the number of available appointments for an
entire row of time slots for multiple dates. Click on one of the time slots in the
left column with times listed. In the example below, the 10:05 time row was
selected.

You can also click on multiple slots to update them at the same time.

In the example below, the entire 10:05 row was selected, as well as multiple
individually selected time slots. You will know a time slot(s) has been selected
when they are highlighted in yellow.

Every time slot highlighted in yellow will be updated when availability is
updated.  Appointments highlighted in green (or not highlighted) will not be
affected by the update.
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To update availability, enter the number of appointments you want to make
available for those dates & times into the Slot count field.

In the example below, the number of available appointments was changed
from 0 to 5.

Method 3: Allocate for an Entire Day (or Multiple Entire Days)
The next example will work in a similar way, you choose an entire date and update
the number of available appointment slots.

1. Click on the Date Column(s) to select the date(s) you want to modify. Enter the
number of appointments you want to make available for those dates into the
“Slot count” field and click Update Available Slots.

For this example 4/5/21 and 4/6/21 were selected by clicking on the Date
Column at the top of the columns for each date (which highlighted those
dates). The number of available appointments will be updated from 0 to 33.
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Note: As you get more familiar with the system, you will choose the easiest method
for you to update the number of slots in the scheduler. The important thing to
remember is you have options for how you choose to modify the number of available
appointment slots.

Note: You are able to lower or increase the number of available appointments by
selecting a slot and clicking Update Available Slots to the number you want. Keep
in mind that the changes you make on the scheduler will update the number of
available appointments that the patients can book on the Patient Portal.

For instance, if there are 33 available appointments and a patient books 1
appointment, then the display would be: Available(32) Booked(1) Total(33) for that
selected slot. If a patient books slots for 4 people together (their family) then the
display will be Available(29) Booked(4) Total(33) for that selected slot.

Note: You can cancel appointments by highlighting the row, column, or individual
block and clicking on Cancel Selected Appointments and a pop-up will display
asking if you are sure you want to cancel the appointments. In doing this, it will send
a cancellation email to all patients that are registered.

Assigning Staff to

Assigning Staff to an Event

1. To assign staff to an event, begin by clicking on the Event tab.
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2. Click on the event in the Event column.

3. The Event Info tab will display. Click on the Staff tab.

4. Click Add Staff to begin assigning staff to this event.
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5. Type in the Staff Name and select the appropriate event role or task for this staff

member. Click Save, to return to the Staff details page.

6. The staff member will be added to the event with an Event Role assigned. A staff
member can be removed from an event by clicking Remove from the Staff tab.

Private Event

1. You may need to create  a new event as a Private Event that will not be available to
the public. To make an event private, select Private from the Type field in the Event
Details screen.
Note: When creating a private event, you will have the option to allow access to state
call center agents. You can either check the box or leave it unchecked.

37



Organization and Site Admin Guide V04
People who have been invited to the private event will display under the event
Invitee tab as in the following screenshot.

2. To upload the list of patients to invite to the event, click the Admin tab on the
left-hand side of the dashboard.

3. Click Choose File and select the csv file that has been created with the names of the
invitees for the private event. Instructions for creating a comma delimited (csv) file to
upload are in the Appendix.

Click Sample data on the screen to see an example of a file.
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4. Click Upload.

The status of the upload will display under Status as Processing or Completed. Once
the upload is Completed, this screen will display the total number of records, the
number of successful uploads, and the number of errors.
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Follow up Event

Creating a 2nd dose event (a follow up) to a first dose event will let staff use the
follow up feature to schedule the appointment. It will also send an email to the
patient inviting them to register for an appointment.

To link a 2nd dose follow up event to a 1st dose event, the follow up event must
be private and held at the same site.

1. To create the follow up event, follow the instructions for Adding an Event.

2. Once the follow up event has been created, click the Followup Event tab from the
Event menu.

3. You will now link the follow up event to the 1st dose event. Click Add Follow up
Event to link a private second dose event.

4. In the dropdown that displays, you will see a list of events under the same site. Click
the event you want to link to and click Save.

Reminder: To link an event, it has to be private and the same site.
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5. Once the follow up event is linked, you will see it in the follow up details.

Note: By linking a follow up event, after the first dose is given, the patient is
automatically invited to the second dose event and staff onsite will be able to use the
follow up feature in the clinician portal to book second dose appointments onsite.

6. Under the second dose event, the Invitee tab will list all of the patients who have
been invited. Patients can schedule their follow up onsite or they can schedule (or
change) the appointment through the invitation email they will receive.
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Export

1. You are able to export a vaccination history report or an appointment history report
from within an event. To begin, click the Export tab from the top menu.

Note: The vaccination history report shows patients that were vaccinated and done.
The appointment history report shows future and previous appointment status.

2. Click the Type field to select which type of report to run, enter the From and To dates
to select the timeframe for the report and click Export.

Note: The timeframe cannot exceed 31 days. If an event is longer than 31 days, the
report will need to be run in 31 day increments.
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3. A pop-up will display letting you know that the export has started. Click Show All
Exports to see the status of the report.

4. While the report is generating, the Request Status will display as processing. Once it
completes, the status will change to Completed and you will be able to download
the file by clicking Download. The request type and event ID will display in the
column to differentiate the reports.

Note: A CSV file is generated and will be in your downloads folder.

To return to your Exports later, just click the Admin option on the left side.
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Offline Upload

Offline upload can be used to import offline vaccine entries within each event.

1. To begin the offline upload, click Offline Upload.

To review a sample file that shows all of the required fields that need to be
included, click View a sample file.

Note: The file type must be a .csv and have the following headers: Appointment
ID, Event ID, Patient First Name, Patient Last Name, DOB, Vaccinator, Username,
Date of Vaccination, Time of Vaccination, Vaccine Name, Vaccine Lot Number,
Dose Number, Route of Administration, Body Location, Completion Status, &
Notes.
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2. When the file is ready to be uploaded, ensure the Event ID is correct, enter in the
Vaccination Date, and click Choose File.

Note: The Event ID field is read only and pre-populated and the vaccination date
is editable.

Note: A file will need to contain appointment IDs that pertain to a single event
and the file should include vaccines administered on the same day.

Once the file is uploaded, the progress will show below, under the Offline Upload
Details.

Note: This process only covers already registered appointments and not onsite
walk-ins.

Note: Once the upload is complete, the appointment status will be marked as
done and the appointment completed email will be sent. It is important to
upload by the next day to prevent No Show emails from being triggered.
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Publishing an Event

Ensure the details of an event have been finalized before publishing. At this
time, unpublishing an event to edit it may cause the loss of event data.

1. When you’re ready to make an event available for patients to book, click on the
name of the event you would like to publish from the Event column.

2. Click the Event Info tab.
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3. Click Publish to make the event live so patients can access and schedule

appointments for the event.

Search for an Event

1. To search for an event, click the Events tab on the left menu bar.

Once an event has been added, you can search for events using the search bar or
with the filter events option.
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2. You can search for events by entering the event name, site name, or program name
into the search bar (partial searches can be done). The search will begin
automatically as you enter the information.

Use the Filter Events option to search by Event ID, Event Name, Site Name, Program,
Start and End Date, Event Type, and Status.

3. Click Filter Events and the screen below will display. Enter your search criteria. The
search will begin automatically as you enter the information.

Note: The events table will default to active events only and closed or deleted events
can be shown by using the Filter Events option.
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Edit a Patient's Record and View/Download Vaccination Records

OUs have the ability to edit patient records. Site administrators will need to be given
access from the OU to edit patient records.

1. Click the Dashboard tab on the left menu bar. The dashboard will display for you to
search for a patient. The standard search criteria is by: Appointment ID, First Name &
DOB, or Last Name & DOB.

If you are unable to retrieve an appointment/patient info from a search on the
dashboard, you have additional options under the Advanced Search tool. With this
tool you can search on either Phone number or Date of Birth (DOB) and partial
spellings of the patient’s first, middle, or last name.

2. Once you find the patient's record to edit, click the gear icon in the Actions column.
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The following options will display: Edit Patient Details, Edit Vaccine Details,
Administer Vaccine, Undo Check-in, and View Change Log.

Depending on the patient's status, some options might not be enabled. Disabled
options display in grey.

Editing Patient Details

The following categories will display when you select Edit Patient Details: Personal
Information, Contact Information, and Health Insurance.

Edit information on the screens as needed. Note: only “walk-in” and “call-in” type
appointments will have the option to edit the email address. Emails cannot be
edited for appointments with the “online” type.
Note: Editing the primary phone number will uncheck the SMS notification
checkbox.

Click Next to advance to the next screen when edits have been completed.
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When you advance to the Health Insurance screen, click Save to save changes made
on any of the screens.

If fields that trigger ASIIS reporting were edited throughout this workflow, an
updated record will be sent to ASIIS.

Note: If insurance information is edited, changes only apply to the selected
appointment and NOT checked-in appointments. They will not not apply to
completed appointments.

Editing Vaccine Details

Edit the fields as needed and click save when finished. Clicking Save will trigger a
delete message to ASIIS, then an add message with the new information.
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Administer Vaccine

This functionality would be used to document a vaccine that was administered, but
not previously documented (for instance, if a patient’s status was not updated
correctly and was left as “Checked In, Not checked In, etc.).

Selecting Administer Vaccine  will prompt a review of the patient's personal
information, contact information, health insurance information, screening questions,
and vaccine details.

Click Next to review information in each of the categories.

When you advance to the Vaccine Details, enter the vaccine details and click Save.

Clicking save triggers an add message to be sent to ASIIS and the appointment
status will be set to Done.
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Undo Check-In

Click Undo Check-In when an appointment status needs to be updated from
Check-in/Done to Not Checked in.

A pop-up will display asking if you are sure you want to undo the check-in status for
the appointment.

Note: The following fields will trigger an update to ASIIS: patient name, DOB, gender,
race, ethnicity, address, guardian name, vaccine date of administration, vaccine
administered, vaccine lot number, vaccine completion status, vaccine route of
administration, and vaccine administration site (body site).

View Change Log

The Change Log displays changes made to vaccination details or patient details. If a
field has been edited, it will be highlighted. The individual who updated the record
and the time the record was updated will display.

When the ‘View Change Log’ is clicked, a pop-up is displayed where there are 2
tabs/sections: Vaccination Change Log and Patient Details Change Log. If a field has
changed between the prior and current entry, the box will be highlighted & it will
show the user who updated it and a timestamp. For example, in the image below,
the first name was changed and hence it is highlighted.

Note: This feature is not available for historical information. Therefore, there is no
change log for appointments made prior to the VMS 3.0 release.
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Appointment Log

Click on the Appointment ID from the dashboard to see the appointment log.

A pop-up will display that shows who created the appointment and who updated it
with the respective timestamps.

This concludes this user guide. If you are a Site Administrator and need assistance,
please contact your Organizational Administrator.

View/Download Vaccination Records

From the dashboard, when a record is returned from searching for a patient, you can
click on the gear icon under actions where an option to view the vaccination record
will display.
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This will bring you to the ‘Vaccination Records’ screen to be able to download or print
the record. You will have the option to print an individual record for the patient or if
multiple returns display, you will be able to print or download all records.
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Appendix

PATIENT BULK UPLOAD INSTRUCTIONS
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STAFF BULK UPLOAD INSTRUCTIONS
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CALL CENTER STAFF BULK UPLOAD INSTRUCTIONS

Call center staff can be added into the system by OU Admin using a comma delimited(csv) file
similar to the sample listed below. The sample is also available on the website under the admin
section.

Sample File

Tabular version of the sample data

Additional instructions

1. The header information should not be changed or removed.
2. You can only upload a .csv and not a .xlsx file or other file formats.
3. The phone number format has to be (xxx) xxx-xxxx
4. Avoid additional spaces before or after the comma delimiter. All fields are

mandated/required
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